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MEMORANDUM FOR: Executive Dirvector-Comptrolleow

SUBJECT i CIA Archives

1. This memorandun contains a recommendation for approval;
sucin recommendation is coutained in paragraph 11.

2. Records of Federal Agencies are the property of the United
States Government and thelr unauthorized destructlon is a ceriminal -
act. Authordzation to destroy records must be obtalned from the Con-
gregs with the recoumendation of the Archivist of the Ualted States.
The authoxization is obtained by submltting to tha Archivist lists -
which 1deatify general categories of record material we seek appraval
to destroy. The Agency Records Officer scrves as the channel and
Securdty vaviews the roequests. Tha Archivist has waived his authority
to review individual documents which we request authority to destroy.

'3+ The Avchivist also has authority to determine what docu-—
ments must be preserved permanently as part of the Archives of the
United States. IHe does not exercise this authority, however, until
Agancles transfaer records to his cugtody for permanent retention or
request dlsposal authority, Wa have not needed to scek speclal dig-
pensation from this authority. Our scheduled records disposals and
requested authovizations do unot couflict with the National Archives
requirementg., In the case of Presidential Libraries we arranged to
identify, segregate, and retain sensitive documents appropriate for
eventual transfer to each of the Presidential Libraries. Eventually
each Presidential Library becomas an appendage of the Archives of the
United States uader the aduinistrative and operational control of the
Archivist. ’ - :

4. We have an obligation to provide a aystem for the protag-
tion and presexvation of our valuable documents and it 16 aqually aa
intensa as our obligation to provide our own audit of the use of fad-
aral funds. We should be equally attentive to the discharge of both
obligations. Our efforxts to comduct a purge of Agency records holdings
during the past 18 months has brought into focus the need to provide
greater protection for our permanent records. This fact was intensified
last year when we were required to give special attention and make a
speclal effort to identify documents appropriate for inclusion in the
Lyadon B. Johnson Library. Recent ilunquiries from the British and
Amarican military officials and citizens about the 088 Archives have
shaxpened the racognition of need to insure that wa have a program.
whlch will stand the test of outside inquiry ox Investigation in the
event that should ever occur.
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5. 'The Agency has neithew an archives program nox policy ot
this tima. About tem ox twalve years ago the Agency. Recoxds Admin-
{styation Officer and the Chief of the Lecords Center on thelr own
initiatdve began gelecting for aa archival collectione.one record copy
of ecach Agency publication. Latex arrangenents were made with a few
Officos to segraegate some casa files and documents from the inactive
rocords. This screening continuecs to be done as time is avallable in
addition to other dutice at the Records Centex. Only this mino¥ type
of document selection 15 poseible without benefit of Agency policy
guildance and without the authorlty to make the necesasyy sudgnents.
gince tihe inactive office recorda from which othex archival materials
will have to be selected are considered to be the property of the
components wihich have made the deposits the Recoxrds Centox parsomnel
are aeverely limited in thely efforts “to extend even this makeshlis
archival program. Tals ls especilally apparent when components OL PLo~
jects are disestablished or reorganized and the dispoaition of valuable
policy and -accomplishuaent docuwnentation is left to inexperienced juniox
officers. Senlor officers about to retive are similarly without
avciival concern and Recoxds Officers are not consulted oxr able to
intrude. »

6. At the Degluaning of February 1970 we had 12,749 cubic¢ foot
of material alroady segregated as Archival and Presidentisal Libraxy
material. These are the one record copy of each Agency publication.
Very few office racords or policy papers are in that ecollectliom. Oui-
side the Archives collection there dre 4,258 cubie feat of 058 material
and 10,362 cubic feet of inactive office records scheduled for permanent
ratention which require screening and appraisal to select for tramsfar
to tho Archives collection those documents which are txuly archival.
There sve another 1,796 cublce feat of 0SS materials retained in the Head~
gquarters Building to sexve the day-to-day operations of DDP/RID. Thus
far we know of some 16,416 cublc feet of wmaterial scheduled for paermanent
reteption which must be screened and appralsed in addition to the 12,749
cubic feet already screcned and set aside as archival. This 1s a total
of 29,165 cuble feet of materiale which must be considered as the indtal
part of the Agency Azchives. :

7. Archives are historical and legal documents which must be
kept permanently. Thay ara different from inactive office records
schaduled for a tewporary period of veteation in a storage aresd outsida
the office. Archive records are historically and scholastically algnifl-
cant while inactive records are operationally and adninistratively useful.
Archives are the pexmanent documentation of the Agency while inactive
pecords are temporary extenslons of Headquarters file space. Both per-
manent and temporary records are seat to the Records Center for a scheduled
period of time until the operating needs of the originating office are
met. - Eventually the permanent vecoxds should be traneferred to the Archives
and the temporary files destroyed. Screening and appraisal of today's
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intermixed inactive records for sclaction of archival material should
be conducted by, or under the supervision of, qualifled professiomal
Archivists, It should not be left to office administrators and opara-
tional personnel primarily concerned with today's probloms. Even the
Agency Historians, Records Officers, and Records Center Persommel have
only a curvent interest in Agency raecords. Everyoue approeclates the
value of primary source documentation but the interpretation requires
Archivists because others do not recogmize the value beyond theliy own
immediate or prohable needs. The basic premlse of permanent axchival
retention is in confiict with the basic premise of records disposition.
The objective of one is to retain and the objective of the other is to
dispose. A definition of archives and description of an Archivist are
attachad at Yab A. ‘

8. kExperience has shown that the screening process rvesults in
the reteution of about two-thirds of the material the Archives acces-
sions and screens. The renalnder is daestyoyed as duplicates or non-
archival. The longer we delay the accessionlng and screening process
the more difficult it will become because the volume of inaciive ro-
cords tranaferred to the Records Center scheduled for permanent reten~
tion continues to grow. Lxperlence gained during the purge suggests
that it requires about three to five man-hours to review one cubilc foot
of records. We alresady have enough material to keep several people fully
occuplad for many years. Ve must have an authoritative archival program
operating under elear policy guldance steffed by compotent professional
Archivists. The sooner we acquire Archives experience with our perma-
nent vecords the faster we can rovise and refine our records retention
schedules and filing systems to tighten requirements neaxer to the
records creators and original custodians to eliminate duplication and
reduce the volume in the offices and {nactive storage ceuters.

‘ 9., 1 rvealize, or course, that under the current striangent
personnal restriectious it will be extremely difficult to find the
means by which resources cau be allocated to this important program.
If i¢ were possible to staff such a functiom appropriately we should
have a Sentox and Deputy Archivist, plus one professiomal Archivist
to represent cach Directorate as well as the 0ffice of the Director
and clerical parsomnael to support them. In short, we should have a
mininum of seven professional Archilvists aad positions for three .
clericals. '

. 10. ELventually, we should have a storage facllity separate from
the Records Center to house the Agency archives. Archives raequire a
higher quality of storage space than other record mataerials do, more
like a library than a warchouse, with alxr conditiloning, heat, and hua-
nidity controls. They should have contiguous space sultable for use by
historians and scholars seeking to exploilt them. Long-tarm building
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plans for the Agency should fuclude provision for archival atofagg,
Msanwhile, the collectlon can contilnue Lo be accommodated in segra-
sated space at the Records Center | |but the Records

danagement persounel should be relieved of the ragponsibility fox

thedr administration. To rolcase tho Hecords Center storaga space

it may be a reasonable alternative to cousider Lostalling the archival
facility at but, because of the growing reforence aectivity
iu this collection (4,300 services and 14,000 reproductlons provided
last year), it would not be reasonable ¢o move the archives thara
until wa are iu a position to house and staff it adequataly. -

1i. It is recommonded:

{s2) That you approve the establishment of an
Archives Program in the Ageucy end that respongibll~
ity for that program be assigned to the Chief,
iistorical Staff. :

(b) That the Chief, Hictorical Staff and the
Chief, Support Services Staff work together to devalop
policy and procedural statemcnts to govern the Archives
Program and its continuing interxelationship with the
Ageacy Records Administyation Prograwm.

(¢c) That the Agency reprogram iCs Yesources ovexr
the shortest possible period of tims to provide for thae
creatlon of a suitable Gtaffinf complanent to support
the archives program.

(d) That the long~term building plans forx tha
Ageney include specific provision for archival storage.

R L. Bannerman
Daputy Lirvector
» ‘ for Suppoxt

Attaahmant

CONCURRENCE:

tHoward M. EBEhrmann , Date
nief, Historleal staff
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